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ABSTRACT 

This booKlet is designed to provide basic program 
information to volunteer teachers of English as a Second Language. 
The location and schedule of classes, and the range of classes 
offered at the International Institute of St. Louis are included in 
the booklet. Also included are a description of teacher aides and 
volunteer teachers; a chart of the organization's structure; an 
outline of the rights of volunteers and students in the program; 
lists of do's and don'ts; an invitation to volunteers to a holiday 
lunci:»cn; and a statement of understanding and agreement of policy 
and practice between the volunteer and the agency, to be signed by 
the volunteer. (MSE) (Adjunct ERIC Clearinghouse on Literacy 
Education) 
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Helen Dean 




Walooma to tha InttttuW 

Wa raaty appradata tha conanHma rt that you 
art making to tha Vofcjnt^a^duoatton. Tha staff 
of tha Ed uca t ion Dapartmant hopaa tha Information In 
tNa booklat wl aaant you, aa a voluntaar, to 
understand our program. Wa want you to know 
that your part In having on* atudtnts laarn Englah aa 
a Sacond Languaga ia realy critical to their aucoeaa. 

Plaaaa raad through tWa booklat If you atl 
hava quaationa but cannot find tha anawara hera, 
plaaaa aak « wal try to anawar. 

Bafora tha and of your first day, plaa a a aign 
tha taar-out paga at tha and of tMa booklet and tfve 
It to tha Voluntaar Coordnator. Thank you. Wa 
look forward to working with you. 

FR?C 
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PLACE: 



m htomttlonil IrartNuto of Motropoton 8t Limit ■ 
3800 Park Avwu^ St Louis, MO. 63110 n 

(314)773-9090 w -j- E 

Enter parking lot from PARK AVE « 1 1 « 1 ' 

west side of building. 1 A 

Check with Front Desk 



Check with Front Desk I 1 1 1 » I 1 » I 

for white Pass Card to ~| H 3800 0 D 

enter lot. | I 1 Park | 




• 



CImmk 


| Moa 


Tuoa. 


Wod 


Th. 


Frl 


MOrTVu | 

9 AM to 12 Noon | 


1 x 


X 


X 


X 


X 


Aftwnooft 

1 PM to 3:30 PM 


X 


X 


X 




X 


Evortna 

7 PM to fc30 PM 


1 x 


X 


X 


X 
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r CLASSES: 



Beginning ESL 

kitermedate ESL 

Advanced ESL 

Listening/ 8poaklng 

HReadng/Wrttng 
Job Club 
Parenting 
Colege Prep 
H0i School Equivalency 
v^nzenenp 
Basic Educational Side 
Literacy 
Engteh in the Work Place 



OPPORTUNITES: 



Taachtr Aidas: 

* htlp ths Mastsr Taachar with daloguas. 
cnac* Muosnts wiiusii worn. 

* partner taachar In aantanca moCMng. 

* assist with class projects. 



Voluntasr Tsachsrs barn whers and whan to: 
uaa controlad languaga. 

usa riKxis&nQ. 
dsvatop lasson plans, 
find technical rasourcss. 

ERIC § 
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ENTRANCES AND EXITS: 



Entrance Glass doors on to parking lot 




Exits: 1 Qlsss doors on to paridno lot 

2 North East oornsr of builng on to Ptfk. 
a South stairs of buMng on to alsy bsNnd 
buMng. 

* a 
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ORQANZATION: 



Board of Directors 
Chair— n: Joe Balcer 



I 



President and Chief Executive Officer: 
Anna Crosslin 



r 



Education: 
Margaret Silver 



, t 7m 

Job nacement: 
Cesar Figari 



[Client Services] 



Volunteer Coordinator: 
Helen (Tippy) Dean 



I 



Imigratlon 
Counseling 
lA.J.Burkherdt.JD 



I 



[Agency Support Services] 



Fundralelng: 
Judle Aahlev 



1 



1 



Human Services 
Sarah Leung 



Research & Development 
Ann Rynearson 
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rBLL OF RIGHTS FOR VOLUNTEERS: ; — 

THI RIGHT TO BE TREATED AS A CO-WORKER . .. not just as "free 
help 19 ; not as a "prima donna". 

THE RIGHT TO KNOW AS MUCH ABOUT THE FACILITY AS POSSIBLE . . . 
its policies, its people, its programs. 

THE RIGHT TO TRAINING FOR THE JOB ... thoughtfully planned and 
effectively presented training. 

THE RIGHT TO CONTINUING EDUCATION ON THE JOB ... as a follow- 
up to the Initial training - information about new 
developments, new methods. 

THE RIGHT TO SOUND GUIDANCE AND DIRECTION ... by someone who 
is experienced, well-informed, patient, and thoughtful an<1 who 
has time to invest in giving guidance. 

THE RIGHT TO BE HEARD ... to feel free to make suggestions; 
to have respect shown for an honest opinion. 

THE RIGHT TO RECOGNITION ... in the form of awards or some 
tangible recognition of a job well-done; through day-by-day 
expressions of appreciation - and by treatment as a bona fide 
co-worker. 



— BLL OF RIGHTS FOR STUDENTS: 

THf RIGHT TO A WELL -INFORMED TBACHIR . . . Students learn best 
from teachers who know what to teach and how to teach it. 

THE RIGHT TO A WELL - PREP ARID TEACHER . . . Bach lesson needs to 
be thoroughly prepared before the class starts. 

THE RIGHT TO UNDERSTAND WHAT THEY ARE BEING ASKED TO SAY ... 
_ Use pictures, real objects, or demonstrations to make meaning 
clear, students lean, bett when they understand. 

THE RIGHT TO LOTS OP PRACTICE TIME ...90% of all class time 
should be spent by the atudanta using English aloud. 

THE RIGHT TO APPROPRIATE ERROR CORRECTION ... Keep enthusiasm 
high - correct errors only to today's Teaching Point. 

THE RIGHT TO LBARN AND PRACTICE AMERICAN MANNERS AND CU8T0MS 
... Students learn bert by doing. Model acceptable American 
manners and customs and then let your students practice. 

THE RIGHT TO INSTRUCTION WITHOUT A "HIDDEN COST" . . . Please 
respect our students' heritage. Dc^fiL involve students in 
any political or religious discussTonsT 
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DO: 



B* on Urn* 





Loavo oottt, 
#tc* In T— ohifo' 
OfHc# 



Droit con— rvattyotv T ttudoofr 
from othtr oountrioo hold totchori 
ifi viy high [jQKd 
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PLEASE DO NOT: 




Diftom rolofton or 



VWI homos off 
•tudtnts 



^3Hvo o^udonflM^ 
your oddrott 
or 

phono nunnbof 



AcoodI - or onoourao* itiiftorti 
to bring - ojhrjc food/gfjo from homo. 

o 

E RiC 

— -PigolO- %A 



rTHANK YOU: 



At ttw 



) 
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(3rd wo* of 

W§ OfVtf ft fOflDftl 

THANK YOU 

Ttvoujfiout fit yttr, 
tho Stoff And ofcidtnli of tho Educo t too Dopttlmont 

think you 
for your wookly 0ft of tbno and offort 

Wo ooutdrft do it without you. 
" " T5 



STATEMENT OF UNDERSTANDMG AND AGREEMENT: 

I h*va raad and 

UnPtrllOOQ VW FCMOwVlQ Qapanmaniai pOiCtM wlQ 

praetloaa: 

PLEASE DOt ♦ PLEASE DOOTa ♦ ENTRANCES AND 

EXITS + TMES, PLACES AND CLASSES ♦ 

OPPORTUNTES + PROFESSIONAL STANDARDS. 

Stared Date: 

(Vohrtaar) 

Stanad Data: 

(55H) 
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